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New to PowerBI and PowerBI apps? Start here! 
 
WHAT IS Power BI and why do I need this app?  
Power BI stands for Power Business Intelligence and refers to a set of software tools and 
connectors that help transform data from multiple sources into actionable insights 
through data gathering and then visualization.  The MU Capital Plan Power BI app allows 
Business & Finance Officers (BFO’s) to gather information from various sources in the unit 
related to capital improvements (building projects) being considered while still in the 
financial planning stage. The BFO then shares information with the Division of Finance to 
collectively understand university wide financial plans regarding future expenditures to 
flow into the Long Range Financial plan.  
 
Get PowerBI 
 
Users can get Power BI through a direct browser link (app.powerbi.com). Users may be prompted to 
enter their University credentials when accessing Power BI.  Be sure you are logged in to Microsoft 365.  
 

 
 

 
 
 
 
 
 
 
I have PowerBI – now what? 
The following sections cover: 

1. Accessing the app 
2. Navigating the app 
3. Exporting Data 
4. App support 

 
 
 
 

https://app.powerbi.com/
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ACCESSING the app 
 
After logging into Power BI, users will see the Power BI Home screen. Select Apps from the navigation 
pane on the left (see box 1). The first example below shows the App page view set to Gallery. You can 
select View and then choose List to see your apps as a list instead of tiles (see box 2).  
 

 
 
 
Next, select the MU Capital Plan app tile (or from the list) to open existing reports in Power BI. 
 
 

 
 
 

 
 
 
 
 
 



   
 

3 
 

 
NAVIGATING 
 
Users should now see a screen like the image below. The navigation pane on the left side of the screen 
different pages and reports: Capital Process, Additional Information, Prepare & Review a Proposal, 
Proposal Report, and Proposal Detail.  
 
The first two pages, Capital Process/Additional Information, provide information about the proposal 
process.  At the Prepare & Review a Proposal page, users can submit proposals to their corresponding 
BFO.  The BFO can prepare and submit proposals from the same Prepare & Review a Proposal, and the 
app design includes workflow allowing BFO’s to submit, delete, or return to sender with comments. The 
last two are options on the list are reports, Proposal Report/Proposal Detail, which allow users and 
BFO’s to review project data from predeveloped visualizations (Proposal Report) or export the 
information to present in other ways (Proposal Detail).  
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When submitting a proposal under the Prepare & Review a Proposal page, users should remember to 
complete all required fields, which are highlighted in red below (denoted by *), and provide any 
information which will assist their BFO as they review this proposal (e.g. building name, budget, 
attachments).  
 
 

Once you are ready to submit, you may select the Submit to BFO button in the bottom right of the 
screen. The status of your request can be found in the bottom left corner of the screen.  
 



   
 

5 
 

 
 

EDITABLE REPORTS: Under the Proposal Detail report, users can customize which sections of 
information they would like to view, and export, by going to the Field Choice panel on the right side of 
the screen. If you wish to remove any option from the report, simply uncheck the box next to the item. 
Check the box to add any option. When you check or uncheck the box, the display will automatically 
readjust to whichever category you are using. 

 

 

To reset the field choices to a default view, simply click the ‘Reset Filters’ button: 
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EXPORTING DATA 
 
Report data can be exported into Excel for further analysis by hovering over the table and selecting the 
ellipsis (…) to open More Options in the upper right corner of the data set. DO NOT use the “Export” link 
located at the top of the report. This link will export images of the app instead of the data behind the 
visuals. 
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After selecting More Options, click Export Data.  
 

When asked which data to export, you will need to select Data with Current Layout, and then select 
Export. 
 

 
 
APP SUPPORT 
Still not finding the answers to questions about using the app?   
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Submit questions to capitalplan@missouri.edu  

mailto:capitalplan@missouri.edu

